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NAWCWPNS | NSTRUCTI ON 5305. 1A CHANGE TRANSM TTAL 3

From Commander, Naval Air Warfare Center Wapons Division

Subj : | NCENTI VE AWARDS
1. Purpose. To issue change 3 to the basic instruction.

2. Action. WMke the follow ng pen changes:

a. On page 1-6-3, paragraph 2 of enclosure (1) to the
basic instruction, change $100 to $200.

/s/
R. B. ORMSBEE
Vice Commander

Di stribution:
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731000E (15)
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From Commander, Naval Air Warfare Center Wapons Division
Subj : 1 NCENTI VE AWARDS

Ref : OCPM NST 12451.1
FPM CPI 451

OPNAVI NST 1650. 8C

O ToD

Encl : Description of Awards
Awar d Nomi nati on For mat
Procedures for Submtting Awards

Tangi bl e and | ntangi bl e Benefits Tabl es

AWN P
N N N N N N

NN NN

1. Purpose. To issue procedures per references (a) and (b) for
adm nistering the Incentive Anards Program for the Naval Air War-
fare Center Wapons Division (NAWWNS) and the Naval Air Wapons
Stations (NAWS) Point Mugu and China Lake. This revision pro-

vi des changes in the awards given brought about by the Conpetency
Al i gned Organi zati on.

2. Cancell ation. NAWCWPNSI NST 5305. 1

3. Scope. This instruction applies to all conpetitive and
excep-ted service civilian enployees and nenbers of the mlitary
serving i n NAWCWPNS.

4. Definitions. Enclosure (1) provides a description of indivi-
dual and group awards.

a. Incentive Award. A nonetary or nonnonetary award for an
extraordinary contribution to the quality, productivity, effi-
ci ency, and econony of operation resulting in tangible benefits,
savi ngs or cost avoi dance, and intangi ble benefits.

b. Special Act Award. Mbonetary recognition of a group or
an individual for a nonrecurring contribution either within or
outside of normal job responsibility such as a scientific or
engi neering achi evenent, act of heroism or other exenplary
acconpl i shnent .

5. Background. The Departnment of the Navy Incentive Awards Pro-
gram was established to i nprove governnent operations and to

(A
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recogni ze enpl oyees by incentive awards. Awards under this pro-
gram are designed to:
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a. Appropriately recognize and reward enployees in a tinely
manner, individually or in groups, as nerited for their sugges-
tions, inventions, special achievenents, or other personal
efforts that contributed to quality, productivity, efficiency,
econony or other inprovenents in government operations.

b. Recogni ze and reward enpl oyees, individually or in
groups, who perform special acts or services in the public
interest in connection with or related to their official
enpl oynent .

c. Motivate enployees to increase productivity by
recogni zing creativity in the work place and by rewardi ng
enpl oyees as soon as possible after contributions are nade.

6. Policy. NAWMWPNS policy is to:

a. Encourage the maxi mum participation of all mlitary and
civilian personnel in inproving operations of the Federal Gov-
er nnent .

b. Recognize and reward mlitary and civilian personnel for
their extraordinary contributions to quality, productivity, effi-
ci ency, and econony that are above normal position requirenents.

7. Authority and Responsibility

a. The Conmmander, NAWCOWPNS, is responsible for establishing
an active Incentive Awards Program assigning responsibilities at
appropriate levels within the activity, providing | eadership and
managenent support, and reviewi ng programresults. The Commander
must endorse nonetary award recomrendati ons for anobunts in excess
of $5,000 for individual awards and in excess of $10,000 for
group awards before they are forwarded to higher authority for
final action.

b. Supervisors (mlitary and civilian) wll reconmend
i ndivi-duals or groups for awards and encourage enpl oyees to
submt sug-gestions and inventions that nerit awards, or submt
suggestions on an enpl oyee's behalf. Supervisors will submt
pr oposed none-
tary awards to the Conpetency Aligned O ganization (CAO I|ine
manager with approval to expend the proposed | evel of funds for
approval .

c. Budget Authority. Wen a cash award is involved, the
| ocal
CAO Ii ne manager with budget authority nust approve funds from
the activity's payroll budget. CAO |line nmanagers will approve
funds for a nonetary award and submt request to the Human
Resources Departnent for final processing.




NAWCWPNSI NST 5305. 1A
6 Jun 1996



NAWCWPNSI NST 5305. 1A
6 Jun 1996

d. Vice Commander and Level 1 Competency Directors will:

(1) Report to Commander, NAWCWPNS, on program use and
fundi ng, and ensure program use by their organization is proper.

(2) Support the NAWCWPNS Awar ds' Board by review ng
awar ds and recomendi ng program i nprovenents.

(3) Review programresults, conduct eval uation, and take
any appropriate corrective actions.

(4) Maintain overall budget control for awards for their
respective organi zati on.

(5) Ensure consistent and equitable awards and use proper
means to achi eve these goals, including approval or disapproval
of awards and award adj ustnents.

(6) Approve individual awards of $2,501 to $5,000 and
group awards up to $10,000. Forward for final approval
i ndi vi dual awards over $5,000 and group awards over $10,000 to
the Naval Air Systens Command via the Commander, NAWCWPNS.

e. Level 2 Conpetency Managers:; Conmmandi ng Oficers, NAWS;
and equi val ent positions wll:

(1) Approve nonetary awards of $301 to $2, 500.

(2) Review award nom nations and submt through
appropriate procedures for final approval.

f. Oliginator will:

(1) Submt nom nations using enclosure (2), NAWWPNS
5301/1 (6-94), Award Nom nation, per appropriate procedures (see
encl osure (3). Coordinate, as necessary, wth other departnents
when nom nations cross organi zational |ines.

(2) Provide staff support to adm nister the program

(3) Prepare final docunentation to support specific award
requi renents as described. |If the award is given for producing
tangi bl e or intangi ble benefits to the organization, use the
tabl es provided in enclosure (4) to determi ne the appropriate
anount. Coordinate the preparation of certificates, citations,
pl agues, etc., and nonetary paynent as described in the award
received. Approve nonetary awards up to $2,000, if redel egated
fromLevel 2 Conpetency Managers.

(4) Make arrangenents wth the award presenter for appro-
priate presentation.

(R
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(5) Arrange publicity (i.e., photographer, newspaper), as
appropri ate.

(6) After presentation by the proper authority, forward
award information to the Awards Adm nistrator for record keeping
pur poses.

(7) Maintain sufficient records in the office to justify
approved awards.

(8) ontain retirenent plaques, certificates, and awards
approved by the NAWCWPNS Awar ds Board.

(9) Provide informal recognition through itens of nom na
val ue such as departnent plaques, arm patches, appliques, and
other simlar fornms of recognition to persons who, in the opinion
of the cogni zant manager, have nade a significant contribution to
the activity. Awards nust display the enblem of the programthey
represent or the NAWCWPNS | ogo. Procurenent of these awards is
the responsibility of the manager with funds comng fromlocally
avai | abl e overhead or operations and nai ntenance funds. G ven
the informal nature of these recognition itens, the norma
docunent ation requirenents do not apply. Each department will
establish its own docunentation procedures.

g. Head, Human Resources Departnent wll:

(1) Maintain general jurisdiction over the entire
I ncentive Awards Program and appoi nt an Awards Adm ni strator.

(2) Ensure the continual devel opnent and pronotion of the
programto serve the needs of NAWCWPNS.

(3) Serve as advisor to the NAWCWPNS Awar ds Boar d.

h. Awards Adm nistrator wll:

(1) Ensure regulatory correctness and conpliance with
| aw.

(2) Provide guidance to supervisors and to managers in
pro-cedural correctness of docunenting incentive awards.

(3) Provide assistance to supervisors and to managers in
determ ning appropriate awards for the type of achievenent to be
recogni zed.

(4) Coordinate the Incentive Awards Program w th ot her
pr o- grans.
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(5) Prepare reports for higher level activities, as
requi red, and mai ntain necessary records.

(6) Provide advisory assistance to |ine nmanagenent in
stimulating interest and pronoting the Incentive Awards Program

(7) Eval uate new awards and coordi nate approval

(8) Solicit nomnations for awards and provide advice to
t he NAWCWPNS Awar ds Board, and coordinate and attend their
nmeet i ngs.

i. NAWCWNS Awards Board will:

(1) Provide principle programdirection and operation
gui d-ance for NAWCWPNS.

(2) Screen nom nations for awards that could require
approval, endorsenent, or presentation by the Commander,
NAWCWPNS. The Awards Board can elect to use ad hoc comm ttees
for initial screening.

(3) I'nclude the Vice Conmander and Level 1 Conpetency
Directors, with advice fromthe Head, Human Resources Depart nent
and the the Awards Adm ni strator.

(4) Meet quarterly, alternating between Point Migu and
Chi na Lake. The neeting is chaired by the Vice Commander. Wen
circunstances require action by the Awards Board between
quarterly neetings, the Head, Human Resources Departnent w ||
schedul e neet-ings, as appropriate.

8. Procedures. Nom nation procedures are outlined in enclo-
sure (3).

a. |In general, unless circunstances warrant otherw se,
super-vi sors and managenent officials will not discuss an award
recom nmendation with a nomnee until the award is approved or, in
t he case of non-Federal sponsored awards, is submtted for
out si de consi deration. The docunentation for these types of
awards is privileged information and is nade available only to
those involved in the decision process and certain other
officials on a need-to-know basis.

(R
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b. Award nom nations that require presentation or approval
by the Commander, NAWCWPNS, nust i ncl ude:

(1) Menorandum to the Commander, NAWCWPNS.
(2) Justification.
(3) CGtations, if required.

(4) Alist of award recipients for group awards: Nane,
pay plan, series, grade and code.

c. Approval /disapproval of an award is not grievable or
appeal abl e.

d. Mlitary nenbers receive a cash award only if the
contribu-tion neets the criteria of reference (c).

9. Action. The Incentive Awards Programis adm ni stered per the
procedures provided in this instruction. Obtain advice and gui d-
ance on this instruction fromthe Awards Adm ni strator, Human
Resour ces Depart nment.

10. Forns

a. NAWCWPNS 5305/1 (6-94), Award Nom nation, is avail able
from Code 73D000D at Chi na Lake and from Code 731000E at Poi nt
Mugu and is available electronically on the CL ADM N zone, ADM N
SUPPCRT server at China Lake and the FSO0024A File Server at Point
Mugu.

b. SF 50 (Rev. 7-91), Notification of Personnel Action, is
avai |l abl e from Code 731000D/ E.

11. Directive Responsibility. The Head, Human Resources Depart -
ment, Code 730000E, is responsible for keeping this instruction
current.

J. D. DCODD
Acti ng

Di stribution:
L4

731000D (15)
731000E (15)
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MANAGEMENT AWARDS

COMVANDER S AVWARD

COMVANDI NG OFFI CER S AWARD

AWARD OF MERI T FOR GROUP ACHI EVEMENT

NAWCWPNS TEAM AWARD

EQUAL EMPLOYMENT OPPORTUNI TY (EEO) ANNUAL AWARD

1-1 Encl (1)
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COMVANDER S AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award is designed to recognize and honor a
person, civilian or mlitary, who has denonstrated exceptional
managenent and | eadershi p support of m ssion acconplishnents.

2. Description

a. The award is presented by the Comrander or Vice
Commander, NAWCWPNS.

b. The award consists of a plaque, a citation signed by the
Commander, and $300. Mlitary nenbers receive a cash award only
if the contribution neets the criteria of reference (c).

3. Criteria. Selection is based on one or nore of the follow ng
criteria:

a. Denonstration of ability to manage the work of others to
acconplish maj or tasks or prograns within cost and tine con-
straints.

b. Devel opnent and encour agenent of pride and
prof essionalismin organi zati onal perfornmance and achi evenent.

c. Devel opnent and inplenentation of support prograns that
are clearly outstandi ng and support NAWCWNS initiatives, goals,
and obj ecti ves.

d. Providing opportunity for and encouragenent of
prof essi onal growth of other personnel.

e. Devel opnent of personal managerial potential. Expectancy
of a continued high I evel of managenent support that contri butes
to the NAWCWPNS mi ssi on.

4. Procedure. Submt nom nations to the Comander, NAWCWPNS,
per procedure 2, enclosure (3).

1-1-1 Encl (1)
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COMVANDI NG OFFI CER' S AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award is designed to recognize and honor a
person, civilian or mlitary, who has denonstrated exceptional
managenent and | eadershi p support of m ssion acconplishnents.

2. Description

a. The award is presented by the Commandi ng O ficer, NAWS.

b. The award consists of a plaque, a letter of appreciation
signed by the Commandi ng Oficer, and $200. Mlitary menbers
receive a cash award only if the contribution nmeets the criteria
of reference (c).

3. Criteria. Selection is based on one or nore of the follow ng
criteria:

a. Denonstration of ability to manage the work of others to
acconplish maj or tasks or prograns within cost and tine con-
straints.

b. Devel opnent and encour agenent of pride and
prof essionalismin organi zati onal perfornmance and achi evenent.

c. Devel opnent and inplenentation of support prograns that
are clearly outstandi ng and support NAWS initiatives, goals, and
obj ecti ves.

d. Providing opportunity for and encouragenent of profes-
sional growth of other personnel.

e. Devel opnent of personal managerial potential. Expectancy
of a continued high I evel of managenent support that contri butes
to the NAWS m ssi on.

4. Procedure. Submt nomnations to the Comrandi ng O fi cer,

NAWS, Poi nt Mugu or China Lake, as appropriate, per procedure 2,
encl osure (3).

1-1-2 Encl (1)
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AVWARD OF MERI T FOR GROUP ACHI EVEMENT

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This honorary award recogni zes groups, civilian
or mlitary personnel. The intent of the award is to recogni ze
group efforts (suggestions or special achievenents) that have

hi gh val ue or benefits.

2. Description

a. The award is presented by the Comrander or Vice
Commander, NAWCWPNS.

b. The award consists of a certificate and a citation pre-
sented to each nenber of the group

3. Criteria. The contribution applies to an area of operation
or project that would be conparable to an individual Navy
Meritorious Service Anard. Award recomrendati ons are based on,
but are not limted to, contributions such as:

a. An extraordinary service, suggestion, or special achieve-
ment that is of unusual value to the Navy.

b. The devel opnent of a scientific project of extraordinary
i nportance, magnitude, or significance.

c. The performance of assigned duties in a manner that is
clearly exceptional when conpared to all others perform ng
simlar duties and that has resulted in a distinct and
identifiable bene-fit to the Navy.

d. A series of suggestions or special achievenents with
unusual or extraordinary cunul ative results.

e. A denonstration of great courage and voluntary risk of
per-sonal safety in the face of danger that was over and beyond
the call of duty and that resulted in direct benefit to the
Government or to its personnel

4. Procedure. Submt nomnations to the Awards Board per proce-
dure 1, enclosure (3).

1-1-3 Encl (1)



NAWCWPNSI NST 5305. 1A CH- 2

NAWCWPNS TEAM AWARD

_ Navy ___ Non- Navy X Local X Mlitary X
Cvilian

1. Background. This award was established to recogni ze specific
efforts acconplished through teamwork.

2. Descri pti on

a. The award is presented by the Commander or Vice
Commander, NAWCWPNS, or Level 1 conpetency directors, as
appropri ate.

b. The award consists of a paperweight and a |letter of
appr e-
ciation signed by the Commander, NAWCWNS, and a $300 award for
each nenber of the team Mlitary nenbers receive a cash award
only if the contribution neets the criteria of reference (c).

3. Criteria. The award is granted for either or both of the
foll ow ng group or team acconplishnents:

a. Achievenent of a technical or managerial acconplishnment
or both by a group through teamwork. Achievenents nust bring
inter-nal and external recognition to the group or teamand to
NAWCWPNS. The achi evement nust further the m ssion of NAWCWPNS.

b. Teameffort and excellence in a technical area that is
directly related to the m ssion of NAWCWPNS and represents an
out standi ng achi evenent in a specific technical problemarea or a
br eakt hrough in the technol ogy enabling m ssion acconplishnent,
or both. The technical achievenment nust denonstrate a teanls
effort in overcomng technical difficulty to solve technica
probl ens or devel op nethods to enhance the operational capability
of existing systens, or both.

4. Procedure. Submt nomnations to the Commander, NAWCWPNS,
per procedure 2, enclosure (3).

Encl (1)

(R

(R
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EQUAL EVMPLOYMENT OPPORTUNI TY (EEO) ANNUAL AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Description of Award and | ntent

a. The purpose of this award is to recogni ze t hose NAWCWNS
supervi sors and nmanagers, EEO conmittee nmenbers, and ot her
enpl oy- ees who have made out standing contributions to the
NAWCWPNS EEO Program t hrough excellence in their | eadership
skill, imagina-tion, and perseverance. Four awards are given
annual Iy, one in each of the follow ng categories:

(1) Supervisor or manager

(2) EEO | eadership

(3) Nonsupervi sor

(4) Mlitary | eadership

b. Awards for achievenent in EEO are intended to provide

recognition of those persons who have excelled in carrying out
EEO Program obj ectives or nade noteworthy contributions to the
EEO Program

c. The award is presented by the Comrander or Vice
Commander, NAWCWPNS.

d. The award consists of a plaque and a citation signed by
t he Conmander, NAWCWPNS.

2. CQualifications

a. Supervisor or Mnager. Recognition for superior accom
plishnment in fostering equal opportunity by a supervisor or nan-
ager nust be based on objective evidence that the civilian
supervi sor or nmanager has excelled in several of the follow ng
factors:

(1) Motivates enpl oyees through direct encouragenent and
assi stance in developing their full potential and using their
skills to the maxinum Positive results in this area are denon-
strated by providing opportunities for skill devel opnent, such as
details, tenmporary assignnents, training; providing opportunity
for the upward nobility of | ower grade and underused enpl oyees;

1-1-5-1 Encl (1)
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recogni zi ng enpl oyee achi evenents, beneficial suggestions, and
superior performance of | ower grade enpl oyees.

(2) Achieves effective enployee use, as indicated by the
nmoral e of the organi zati on, attendance records, |ow turnover, few
gri evances, hours of professional tine saved, and creation of new
j ob opportunities.

(3) Denonstrates sensitive treatnent of all enployees.
This is shown by the supervisor's concern for providing equal
opportunity in allowi ng for attendance at training classes,
giving recognition, overtinme assignnents, pronotions, etc.

(4) Denonstrates support for the affirmative action plan
by taking actions that help correct underrepresentation within
t he organi zation, by recognizing enployee skills and abilities
and establishing upward nobility or career |adder positions, or
rede-signing jobs to nove enpl oyees out of dead-end positions and
pro-viding opportunity for those enpl oyees who are | ess skill ed.

b. EEO | eadership. Persons who have specific
responsibilities for EEO wi thin NAWWPNS, such as EEO comm ttee
persons (chairper-son or nenber), subcommittee nenbers and
Col | ateral Duty Coordi na-tors whose acconplishnments in training,
recruitnment, or other activity advanced equal opportunity in the
Federal Governnent. To qualify for consideration, the person
nmust denonstrate excellent |eadership in several of the follow ng
factors:

(1) Provides superior counseling and gui dance to
enpl oyees that encourages and assists themin planning and
achieving train-ing, educational, or career goals related to
their needs and the agency's needs.

(2) Displays outstandi ng | eadership in devel opi ng and
i npl ementing an EEO affirmative action plan or activity that
| eads to significant changes or inprovenents in the NAWCWNS EEO
Pro- gram

(3) Achi eves outstandi ng success working with educati ona
institutions to encourage qualified mnority group persons and
wonen to apply for mddle or higher |evel or shortage category
j obs where they are underrepresented.

(4) Works with high effectiveness with educational insti-
tutions on curricula devel opnment activities that help students
better prepare thensel ves for Federal enploynent.

(5) Provides outstanding | eadership and participation in

activities, within or outside the organization, that foster equal
enpl oynent opportunity in governnent.

Encl (1) 1-1-5-2
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(6) Achi eves outstandi ng success working in support of
econom ¢ opportunity or other comrunity action prograns directed
to advance equal opportunity.

c. Nonsupervisor. Specific actions taken by individuals in
support of the EEO Program m ght be:

(1) Qutstandi ng success working with educational institu-
tions to encourage qualified mnority group persons or wonmen to
apply for higher level or career positions than presently
enpl oyed.

(2) Works with unusual ly high effectiveness wth educa-
tional institutions on curricula devel opnent activities that help
students to better prepare thenselves for federal enploynent.

(3) Displays outstanding | eadership and participation in
activities that foster equal opportunity in Governnment within or
out si de the organization.

(4) Initiates or takes actions that will hel p correct
under -
representati on within NAWCWPNS.

d. Mlitary Leadership. This award is given to the mlitary
menber (enlisted or officer) whose outstandi ng | eadershi p was
denonstrated by involvenent in several of the follow ng:

(1) Motivates enpl oyees through direct or indirect
encour - agenent and assi stance to develop their skills to their
maxi mum potential and to pursue positive prograns.

(2) Denonstrates sensitive and equal treatnent of al
enpl oyees.

(3) Supports equal opportunity as evidenced by his or her
actions and acconplishnents.

(4) If supervising civilians, supports affirmative action
to correct underrepresentation.

3. Procedure. Submt nom nations to the Awards Board per pro-
cedure 1, enclosure (3).

1-1-5-3 Encl (1)
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SECTI ON 2

MEMORI AL AWARDS

MEMORI AL AWARD FOR DR. MANUEL A. GARCI A
MEMORI AL AWARD FOR DR. TWAIN C. LOCKHART
MEMORI AL AWARD FOR DR, W LLI AM B. McLEAN
THE M CHELSON LABORATORY AWARD

MEMORI AL AWARD FOR DR, L. T. E. THOVWPSON
MEMORI AL AWARD FOR CAPT KENNETH A. WALDEN
MEMORI AL AWARD FOR GWENDOLYN ELLI OTT HUNT

1-2 Encl (1)
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MEMORI AL AWARD FOR DR. MANUEL A. GARCI A

I:INavy I:INon-Navy Local I:IMIitary Civilian

1. Background. This annual award is designed to recognize a
civilian enpl oyee of NAWCWPNS who has nade significant strides in
per sonal devel opnent, career advancenent, and contributions to

m ssi on acconplishnent in the Division' s engineering goals.

Dr. Manuel A Garcia, by his exanple and his personal involvenent
wi th his coworkers, provided encouragenent and incentive to
others to further their education. As part of the university
extension prograns at Point Migu, he taught both undergraduate
and graduate courses. As a teacher, he inspired all by his

uni que understand-ing of the course work and of each student. In
every assignnent, he denonstrated a professional engineering
approach to defining and proposing a solution. He epitom zed
what the engi neering professional should be and how t he

engi neering professional can inprove the products of Point Migu's
efforts. Dr. Garcia was a true professional and nost of all a
warm sensitive human being. H's nost significant contribution
whil e at Poi nt Mugu was hel pi ng people to accept that every
person is inportant and that education can hel p each person
realize that inportance.

2. Description

a. The award is presented annually by the Comrander or Vice
Commander, NAWCWPNS.

b. The award consists of a plaque recogni zing specific
achi evenent s.

3. Criteria. This award recogni zes an individual's dedication
to personal inprovenent through self-initiated academ c activity.
Consi dered is individual creativity, as evidenced by innovative
and uni que approaches to devel opi ng engi neeri ng sol utions, and
evi dence of a valuable contribution to m ssion acconplishment

t hrough engi neeri ng experti se.

4. Procedure. Submt nom nations annually by 1 August to the
Awar ds Board per procedure 1, enclosure (3).

1-2-1 Encl (1)
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MEMORI AL AWARD FOR DR. TWAIN C. LOCKHART

I:INavy I:INon-Navy Local I:IMIitary Civilian

1. Background. This annual award is designed to recognize a
civilian enpl oyee of the NAWOCWNS who has nmade significant
strides in personal devel opnent, career advancenent, and
contributions to m ssion acconplishnment in the Division's
managenent efforts. Dr. Twain C. Lockhart set an excepti onal
exanple for every nodern Fed-eral nmanager to follow.  Through his
personal initiative and noti-vation, he left a high mark for
future executives to achieve. |In addition to his position
duties, he was active in EEO and affirma-tive action, |abor
relations, training, and upward nobility pro-granms. He served on
numer ous conmttees including the Scientific Advisory Board, the
I nterl aboratory Committee on Personnel Admin-istration, and the
Long-Term Training Commttee. Dr. Lockhart was a man of great
per sonal nmagnetism a pragnmati c manager whose style endeared him
to all levels of the organization. He believed in the val ue of
education, having attained a doctorate degree in business

adm ni stration, and he supported a strong human resources
program It is fitting that an award presented in his nenory be
in the managenment skills area and that the recipient should be
chal lenged to follow in his footsteps.

2. Description

a. The award is presented annually by the Comrander or Vice
Commander, NAWCWPNS.

b. The award consists of a plaque recogni zing specific
achi evenent s.

3. Criteria. The award criteria is based on an individual's
dedi cation to personal inprovenent through self-initiated
academ c activity. Considered is individual creativity, as
evi denced by innovative and sound practices that enhance
efficiency in neeting managenent goals, and evidence of a

val uabl e contribution to m s-sion acconplishnent through

adm ni strati on experti se.

4. Procedure. Submt nom nations annually by 1 August to the
Awar ds Board per procedure 1, enclosure (3).

1-2-2 Encl (1)
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MEMORI AL AWARD FOR DR. W LLI AM B. MCLEAN

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. The WIlliamB. MLean Award was established in
1968 to recogni ze outstanding creativity anong enpl oyees in fur-
thering the m ssion of China Lake as evidenced by significant
inventions. This award pays tribute to Dr. WIIliam B. MLean,
Technical Director at China Lake from 1954 to 1967. Dr. MLean,
by his | eadership, vision, and trenmendous personal contribution
brought | asting recognition and distinguished the reputation of
Chi na Lake. Hi s achievenents include 18 patents and three
Notices of Allowability as well as nmany inventions that were not
patented or for which he was a coi nventor.

2. Description

a. The award is presented annually by the Comrander or Vice
Commander, NAWCWPNS. (R

b. The award consists of a certificate and a nedallion.
3. Criteria. This award recogni zes an enpl oyee who has denon-
strated exceptional creativity through significant inventions.
Selection for this award is based on the originality and signi-
ficance of an invention to the m ssion of NAWCWPNS.

4. Procedure. Submt nominations by 1 March to the Awards Board
per procedure 1, enclosure (3).

1-2-3 Encl (1)



NAWCWPNSI NST
5305. 1A
6 Jun 1996

THE M CHELSON LABORATORY AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. The M chel son Laboratory Award was established
in 1966 to recogni ze individuals for technical excellence based
on out standi ng performance of individual duties, and is
conplenmentary to the L. T. E. Thonpson Awar d.

2. Description

a. The award is presented annually by the Comrander or Vice
Commander, NAWCWPNS.

b. The award consists of a certificate and a "key" desk
pl aque.

3. Criteria. This award is granted for either or both of the
foll owi ng acconpli shnents:

a. Individual outstanding effort and professional excellence
to the end that they represent significant achievenent in the
areas of managenent and | eadership that result in the bringing of
singular recognition to the individual and furthers the m ssion
of NAWCWPNS.

b. Individual effort and excellence in the technical aspects
of the work of NAWCWPNS t hat represents outstandi ng achi evenent
with a specific technical problemand represents the individual's
singular efforts in overcom ng technical difficulty, enabling
NAWCWPNS to arrive at significant |levels in ordnance devel opnent,
test, and eval uati on.

4. Procedure. Submt nominations by 1 March to the Awards Board
per procedure 1, enclosure (3).

1-2-4 Encl (1)
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MEMORI AL AWARD FOR DR L. T. E. THOVPSON

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. In 1956, the Commander at the China Lake site
established the L. T.E. Thonpson Award as the center's hi ghest
recogni tion for outstanding individual achievenment. This award
pays tribute to the acconplishnments of China Lake's first Techni -
cal Director. By his |leadership, vision, and persistent efforts,
Dr. Thonpson gat hered a strong conpl enent of outstanding nen and
worren. The success of China Lake in the field of ordnance was
due in great part to the initial guidance of Dr. Thonpson and to
his skill inintegrating mlitary and civilian personnel into an
ent husi astic, effective group.

2. Description

a. The award is presented annually by the Comrander or Vice
Commander, NAWCWPNS.

b. The award consists of a nmedal and a certificate.
3. Criteria

a. The award criteria is based on an individual's
out standi ng contribution to the advancenent of ordnance toward
the fulfillment of NAWCWPNS mi ssion and thus of the forces of the
United States Navy. It is given for a single outstanding
achi evenent or for continued excell ence of perfornance.

b. The award recogni zes dedication to the m ssion of
NAWCWPNS as i ndicated by assunption of responsibilities;
representati on of NAWCWPNS in neetings with outside groups;
pronoti on of NAWCWPNS efforts; attracting high-level personnel to
enpl oyment wi t hin NAWCWPNS and devel opnent of subordi nates, as
i ndi cated by inter-est and encouragenent for subordinates to
increase their profes-sional standing; creativity, as indicated
by originating ideas and encouragi ng and accepting new i deas from
others; efficiency of operation, as indicated by continued
i nprovenents in nethods of operation; neeting deadlines in
shorter than anticipated periods; and naintaining perfornmance
levels with a m ni num of personnel and funds.

4. Procedure. Submt nomnations by 1 March to the Awards Board
per procedure 1, enclosure (3).

1-2-5 Encl (1)
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MEMORI AL AWARD FOR CAPT KENNETH A. WALDEN

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. Captain Kenneth A. Wl den, by his exanple and
personal involvenent with all whom he worked, provided notivation
and | eadership to others to achieve the technical and operational
obj ectives of Range Operations at Point Mugu. By exanple, he
pro-vided a strong commtnent to each person to excel in their
respec-tive capacities and support Point Migu' s m ssion and
goals. He was particularly close to the people who worked with

t he equi p-nent, providing the backbone of |abor that nade Poi nt
Mugu such a nationally recogni zed "center of excellence".

2. Description. The award, a plaque recogni zing specific
achi evenents is presented annually by the Commander or Vice
Commander, NAWCWPNS.

3. Criteria

a. The award criteria is based on an individual's dedication
to personal inprovenent as evidenced through self-initiated study
and career advancenent as well as individual notivation, ingenu-
ity, and professionalismevidenced through val uabl e technical and
operational contribution to the NAWCWNS m ssion. Wile not
excl udi ng engi neers and ot her professional (degree) personnel,
this award focuses nore on the technicians, operations special -
ists, and others who provide nuch needed and hi ghly val ued tech-
ni cal and operational support to the mission wthout the benefit
of a four-year college technical education.

b. The award is designed to recognize civilian or mlitary
enpl oyees of NAWCWPNS who have made significant strides in per-
sonal devel opnent, career advancenent, or contribution to m ssion
acconplishnent in the Division' s technical and operational goals
within the last three years.

4. Procedure. Submt nominations annually by 1 Novenber to the
Awar ds Board per procedure 1, enclosure (3).

1-2-6 Encl (1)
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MEMORI AL AWARD FOR GWENDOLYN ELLI OTT HUNT

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award is intended to recognize a NAWCWNS
mlitary or civilian enployee who has overcone barriers and nade
significant strides in personal devel opnent, academ c achi eve-
ments, career advancenent, and m ssion acconplishnent. M. Gnen-
dolyn Elliott Hunt was a charismatic | eader and technical profes-
sional who continually rose to every chall enge pl aced before her
bot h during her distinguished career at NAWCWPNS and ext er nal
comnunity endeavors. A positive role nodel for all enployees,
she refused to allow race, gender, and physical handicap to deter
her efforts to ascend to a prom nent position of |eadership and
make significant contributions to the efficiency and quality of
[ife at NAWCWPNS.

2. Description. The award, a plaque recogni zing specific
achi evenents, is presented annually by the Comrander or Vice
Commander, NAWCWPNS.

3. Criteria. This award recogni zes individuals, mlitary or
civilian, who have successfully overcone significant barriers in
t he workpl ace, whil e denonstrating high standards of |eadership
as evidenced by: (a) academ c achi evenents, (b) career
advancenent through comm tnent to personal devel opnment, (c)
acknow edgnent as a positive role nodel, and (d) significant
contributions to ms-sion acconplishnent.

4. Procedure. Submt nom nations annually by 1 October to the
Awar ds Board per procedure 1, enclosure (3).

1-2-7 Encl (1)
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SECTI ON 3
HONORARY/ MONETARY/ NONMONETARY AWARDS
Honor ary/ nonet ary/ nonnonetary awards are given at all |evels of

Gover nment (Departnment of Defense, Departnent of the Navy, Presi-
dential Awards, or CGovernnent-w de awards) and by private organi -
zations to recognize individual and group achi evenents. Award
authority ranges fromthe local activity head to the President of
the United States.
Awar ds cover:

Executive Leadershi p Awards

Public Adm ni stration Awards

Scientific and Techni cal Awards

Fi nanci al Managenent Awards

Per sonnel Admi nistration Awards

CGeneral Awards

Nomi nations are solicited by the Awards Adm ni strator

1-3 Encl (1)
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NAVY MERI TORI QUS Cl VI LI AN SERVI CE AWARD

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. Background. This award is the third hi ghest Navy honorary
award and is intended to recognize neritorious civilian service
or contributions that have resulted in high value or benefits to
t he Navy.

2. Descri pti on

a. The award is presented by the Conmander or Vice
Commander, NAWCWPNS; Commandi ng O ficers, NAWS, or equival ent
positions.

b. The award consists of a bronze nedal, |apel enblem and a
certificate signed by the Commander, NAWCWPNS; Conmmandi ng OFfi -
cers, NAWS5;, or equival ent positions.

c. An enblemw th a star above the shield is avail able for
recipients of two or nore of these awards.

3. Citeria. The contribution applies to a smaller area of
oper-ation or a project of |lesser inportance than one that woul d
war -rant consi deration for the Navy Distinguished Cvilian
Service Award or the Navy Superior Cvilian Service Anard. Award
recom nendations are based on, but are not limted to,
contributions such as:

a. An extraordinary service, suggestion, or special achieve-
ment that is of unusual value to the Navy.

b. The devel opnent of a scientific project of extraordinary
i nportance, magnitude, or significance.

c. The performance of assigned duties in a manner that is
clearly exceptional when conpared to all others perform ng
simlar duties and that resulted in a distinct and identifiable
benefit to the Navy.

d. A series of suggestions or special achievenents with
unusual or extraordinary cunul ative results.

e. A denonstration of great courage and voluntary risk of
personal safety in the face of danger that was over and beyond

1-3-1-1 Encl (1)
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the call of duty and that resulted in direct benefit to the
Government or to its personnel

4. Procedure. Submt nom nations to the Awards Board per proce-
dure 1, enclosure (3).

Encl (1) 1-3-1-2
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NAVY SUPERI OR Cl VI LI AN SERVI CE AWARD

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. Background. This award is granted by the Naval Air Systens
Command to an enpl oyee in recognition of superior civilian
service or contributions that resulted in exceptional values or
benefits to the Navy. This award is the second hi ghest Navy
honorary award and i s designed to recogni ze enpl oyee
contributions that rate exceptionally high in value, but are not
of sufficient signifi-cance to warrant consideration for the Navy
Di stinguished Gvilian Service Award.

2. Descri pti on

a. The award is presented by the Commander or Vice
Commander, NAWCWPNS.

b. The award consists of a nedal, |apel bar, and a certifi-
cate.

3. Criteria. The contribution applies to a snaller area of
oper-ation or a project of |lesser inportance than one that woul d
war -rant consi deration for the Navy Distinguished Cvilian
Service Award. An enpl oyee nust have recei ved the Navy

Meritorious Cvil-ian Service Award before being eligible for
this award. Recommen-dations for the Navy Superior Cvilian
Service Award are submtted on an individual basis. If two or

nmor e enpl oyees connected with the sanme achi evenent are
recommended for this award, prepare sep-arate recomrendati ons and
supporting papers for each enpl oyee. Award recommendati ons are
based on, but are not limted to, con-tributions such as:

a. An extraordinary service, suggestion, or special achieve-
ment that is of unusual value to the Navy.

b. The devel opnent of a scientific project of extraordinary
I nportance, magni tude, or significance.

c. The performance of assigned duties in a manner that is
clearly exceptional when conpared to all others performng
simlar duties and that resulted in a distinct and identifiable
benefit to the Navy.

d. A series of suggestions or special achievenents with
unusual or extraordinary cunul ative results.

1-3-2-1 Encl (1)
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e. A denonstration of great courage and voluntary risk of
per-sonal safety in the face of danger that was over and beyond
the call of duty and that resulted in direct benefit to the
Governnment or to its personnel

4. Procedure. Submt nom nations to the Awards Board per proce-
dure 1, enclosure (3).

a. This award is approved by the Naval Air Systens Comrand.

b. Use the format shown on page 1-3-2-3.

Encl (1) 1-3-2-2
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NOM NATI ON FORMAT
1. Brief resunme not to exceed one page limted to the follow ng
dat a:
a. Enployee's nane, job title, and grade.
b. Description of enployee's current job responsibilities.
c. Summary of Federal and non- Federal enpl oynent.
d. Educati on.

e. Published papers, articles or books; inventions;
participa-tion in professional and civic organizations.

f. Awards received including date and anount (if any).

2. Narrative justification for the award not to exceed two pages
t hat incl udes:

a. Area(s) of achievenent on which the nom nation is based

b. Scope and inportance of m ssion, function, service, or
task affected.

c. Extent of ingenuity, innovation, or dedication
denonstrat-ing initiatives that exceeded job responsibilities.

d. Results achieved, including benefits to the Governnent
and i npact on the organi zati on.

e. Recomended anmount of award (if appropriate).
f. Ctation to appear on the certificate that nust:

(1) State the nom nee's nanme exactly as it shoul d appear
on the certificate.

(2) State clearly, accurately, and in nontechnica
| anguage the reasons for granting the award.

(3) Be typed in a space not to exceed 75 typewitten
char-acters across the page and not to exceed 12 lines in |ength.

3. Final copy is sent to the Commander, Naval Air Systens Com
mand.

1-3-2-3 Encl (1)
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NAVY DI STI NGUI SHED CI VI LI AN SERVI CE AWARD

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. Background. This award is the highest honorary award that
the Secretary of the Navy confers on an enpl oyee of the Navy.
The intent of the award is to recognize civilian enpl oyees who
have di stingui shed thensel ves by extraordi nary service or
contributions of major significance to the Navy. The achi evenent
or service nmust be truly exceptional even anbng outstandi ng
acconpl i shnments and when neasured agai nst the job responsibility
of the individual being recomended for the award. It is
designed for use when the contribution is so extraordi nary that
recognition over and above that which is conferred by the Naval
Air Systens Command is deserved.

2. Descri pti on

a. The award is presented by the Commander or Vice
Commander, NAWCWPNS.

b. The award consists of a nedal, |apel bar, and a
certificate signed by the Secretary of the Navy.

3. Criteria. Recommendations for the Navy D stinguished
Civilian Service Anard are submtted on an individual basis. |If
two or nore enployees connected with the sanme achi evenent are
recommended for this award, prepare separate recommendati ons and
supporting papers for each enpl oyee. Wen an enpl oyee's
contribution war-rants consideration for the Navy D stingui shed
Cvilian Service Anard and a nonetary award, the case

docunent ation should clearly indicate the basis on which the
honorary and nonetary awards are recommended. Award
reconmmendati ons are based on, but are not limted to,
contributions such as:

a. An extraordinary service, suggestion, or special achieve-
ment that is of unusual value to the Navy.

b. The devel opnent of a scientific project of extraordinary
i nportance, magnitude, or significance.

c. The performance of assigned duties in a manner that is
clearly exceptional when conpared to all others performng
simlar duties and that has resulted in a distinct and
identifiable bene-fit to the Navy.

1-3-3-1 Encl (1)
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d. A series of suggestions or special achievenents with
unusual or extraordinary cunul ative results.

e. A denonstration of great courage and voluntary risk of
per-sonal safety in the face of danger that was over and beyond
the call of duty and that resulted in direct benefit to the
Government or to its personnel

4. Procedure. Submt nomnations to the Awards Board per proce-
dure 1, enclosure (3).

a. This award is approved by the Secretary of the Navy.

b. Use the format on page 1-3-3-3.

1-3-3-3 Encl (1)
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NOM NATI ON FORVAT

1. Brief resunme not to exceed one page limted to the foll ow ng
dat a:

a. Enployee's nane, job title, and grade.

b. Description of enployee's current job responsibilities.
c. Summary of Federal and non-Federal enploynent.

d. Educati on.

e. Published papers, articles or books; inventions; partici-
pation in professional and civic organi zations.

f. Awards received including date and anmount (if any).

2. Narrative justification for the award not to exceed two pages
t hat i ncl udes:

a. Area(s) of achievenent on which the nom nation is based.

b. Scope and inportance of m ssion, function, service, or
task affected.

c. Extent of ingenuity, innovation, or dedication
denonstrat-ing initiatives that exceeded job responsibilities.

d. Results achieved, including benefits to the Governnent
and i npact on the organization.

e. Recommended anount of award (if appropriate).
f. Ctation to appear on the certificate that nust:

(1) State the nom nee's nane exactly as it should appear
on the certificate.

(2) State clearly, accurately, and in nontechnical |an-
guage the reason for granting the award.

(3) Be typed in a space not to exceed 75 typewitten
char-acters across the page and not to exceed 12 lines in |ength.

3. Final copy is sent to the Commander, Naval Air Systens Com
mand.

Encl (1) 1-3-3-4
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CAPTAI N ROBERT DEXTER CONRAD AWARD
FOR SCI ENTI FI C ACH EVEMENT

Navy I:Il\lon-l\lavy I:ILocaI Mlitary Civilian

1. Background. The award is named in honor of Captain Robert
Dexter Conrad, who was a primary architect of the Navy's basic
research program and was the Head of the Planning Division of the
O fice of Naval Research at the tinme of its establishnent.

2. Descri pti on.

a. The award is presented by the Commander or Vice
Commander, NAWCWPNS.

b. The award consists of a gold nedal and a citation signed
by the Secretary of the Navy. Presentation of the award wll be
coordi nated by the originating departnent.

3. Criteria. The Secretary of the Navy grants this award annu-
ally to recogni ze an outstanding technical and scientific
achieve-nent by an individual in the field of research and

devel opment for the Departnent of the Navy. Such contribution
wll be so out-standing as to be widely recogni zed, not only by

t he cogni zant personnel with the Departnent of Navy, but also by
the civilian scientific and engi neering community of the Nation.
VWiile no tine limtation is inposed in selecting a candi date for
the award, we recomend that only acconplishnents of recent years
be considered. Award considerations are given to achievenents in
any of the fol-Iow ng:

a. Planning and adm nistering scientific research or
devel op- nent.

b. Individual achievenent or a series of achievenents that
contribute to the progress of science or technology in fields of
significance to the Departnment of the Navy.

4. Procedure. Submt nomnations by 1 June to the Awards Board
per procedure 1, enclosure (3).

1-3-4 Encl (1)
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NAVY AWARD FCR DI STI NGUI SHED ACHI EVEMENT | N SCI ENCE

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. Background. This award is granted by the Secretary of the
Navy to enpl oyees of the Departnent of the Navy in recognition
for pioneering scientific achievenents that are extraordi nary and
sig-nificant in nature and that contain a potential of far-
reachi ng consequence. Bestowal is on a highly selective basis
and, although there is no limt on the nunber of awards granted,
the exacting criteria does limt the nunber of these awards.

2. Descri ption

a. The award is presented by the Commander, NAWCWPNS.

b. The award consists of a gold nedal, a | apel enblem a
cer-tificate signed by the Secretary of the Navy, and a nonetary
award of not |ess than $5, 000.

3. Criteria. The achievenent nmust be of a pioneering "break-
t hrough"” nature that is of:

a. Such nmagnitude as to be recognized within the scientific
comunity as opening the way to exploration of previously
unexpl ored scientific fields.

b. A nature that establishes an inportant scientific prin-
ciple, formula, or doctrine.

c. Extraordinary inportance and value to the Nation and to
the world, and is recognized as significantly beyond norna
expecta-tions. An achievenent that only extends a known and
recogni zed scientific principle or process beyond present limts
is not qual-ifying.

4. Pr ocedur e

a. Submit nominations to the Awards Board per procedure 1
encl osure (3).

b. Final nom nations submitted to the Naval Air Systens
Command rust contain the foll ow ng:

1-3-5-1 Encl (1)
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(1) A conplete description and appraisal of the
scientific achievenent with particul ar enphasis on, and
expl anation of, the pioneering feature of the acconplishnent.

(2) The sane information and format as the Navy D stin-
gui shed G vilian Service Award (page 1-3-3-3).

(3) A proposed citation identifying the achi evenent.
This nust state clearly, accurately, and in nontechni cal
| anguage, the reasons for granting the award. State the
candi date's nane exactly as it should appear on the certificate.
Type the proposed citation in a space not to exceed 75
typewitten characters across the page and not to exceed 12 |ines
in | ength.

Encl (1) 1-3-5-2
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SECTION 4

SPECI AL AWARDS

TEAMAORK AWARD
KIT SKAAR AWARD

TEST PI LOT, TEST NAVAL FLI GHT OFFI CER, AND TEST ENG NEER OF
THE YEAR AWARD

TI ME OFF AWARD
NAVAL AVI ATI ON SYSTEMs TEAM HOCKEY PUCK PROGRAM
SELF- HELP AVWARD

1-4 Encl (1)
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TEAMNORK AWARD

_ Navy ___ Non- Navy X Local X Mlitary X
Cvilian

1. Background. This award was established to recogni ze specific
efforts acconplished through teamwork.

2. Descri pti on

a. The award is presented by Level 1 conpetency directors;
Level 2 conpetency managers (departnent heads); or equival ent
positions.

b. The award consists of a certificate signed by the Coman-
der, NAWCWNS, and a letter of appreciation signed by Level 1
conpetency directors or subdel egated positions.

3. Citeria. The award is granted for but is not limted to the
f ol | owi ng:

a. Achievenent of a technical acconplishnment through
teamwrk. The teameffort is in a specific problem area,
represents a break-through in technology, or is a process
i nprovenent. The achieve-nment furthers the m ssion of the
NAWCWPNS.

b. Achi evenent of a managerial acconplishnment through team
work. The teameffort is in a problemarea, an innovation, sig-
ni ficant custoner satisfaction, or a process inprovenent that
enhances the m ssion of NAWCWPNS.

4. Procedure. Submt nom nations through the appropriate chain
of command per procedure 4, enclosure (3).

Encl (1)
1-4-1
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KIT SKAAR AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recogni zes outstandi ng performance as
a firing officer. The Kit Skaar Award was established in 1983 in
recognition of M. Karsten "Kit" S. Skaar, who was Head of the
Safety Departnent at China Lake from 1962 to 1970. The energetic
materials Firing Oficer Programwas established in 1973.

2. Description

a. The award consists of a "bonb nodel " desk plaque, a none-
tary award, and a citation signed and presented annually by the
Commander, NAWCWPNS. Mlitary nenbers receive a cash award only
if the contribution neets the criteria of reference (c).

b. Enployees nomi nated for the Kit Skaar Award, but not sel-
ected, are given a Letter of Commendation, signed and presented
by the Conmander or Vice Conmmander, NAWCWPNS.

c. Certificates of Conmendation, signed by the Commander or
Vi ce Commander, NAWCWPNS, are awarded in recognition of multiples
of 5 years of safe operations by firing officers.

3. Criteria

a. Must have been a full-tinme NAWWPNS enpl oyee for the
peri od bei ng eval uat ed.

b. Must have been officially designated a firing officer by
t he departnent head.

c. Muist have actively operated as a firing officer in the
con-duct of firing operations.

d. Must have an unbl em shed safety record as a firing
of ficer.

4. Procedures. Each departnent submts no nore than one nom na-
tion per year according to procedure 4, enclosure (3). An awards
board consisting of previous recipients of the Kit Skaar Award
eval uates the nom nati ons and nakes the selection. The period of
evaluation is from1l August to 31 July. Nom nations mnmust contain
t he foll ow ng:

1-4-2-1 Encl (1)
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a. Contributions to the Safety Program

b. Percentage of tine actually functioning as a firing offi-
cer.

c. Years of safe operations as a firing officer.
d. Conplexity and scope of tests conduct ed.
e. Magnitude of responsibility in terns of hazard or cost.

f. Oher relevant information.

Encl (1) 1-4-2-2
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TEST PILOT, TEST NAVAL FLI GHT OFFI CER, AND
TEST ENG NEER OF THE YEAR AVWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award is presented annually by the Conman-
der or Vice Conmander, NAWCWNS, to recogni ze those individuals
deserving of special recognition for their contributions in
furthering successful flight test that resulted in delivering
weapons that work to the fleet.

2. Description

a. The award consists of plaques recognizing specific
achi evenent s.

b. Annual awards for the nbst outstanding test pilot, test
naval flight officer, and test engineer serving in a project
capa-city are sponsored by Commander, NAWCWPNS, and are presented
at a time and place appropriate to the honor bestowed. Perpetual
| arge plaques are displayed in the Headquarters Building with
each reci-pient's name inscribed. A plaque inscribed by the
Commander, NAWCWPNS, is presented to each recipient for permanent
retention.

3. Qualifications

a. Test Pilot. That pilot, in a test project pilot
capacity, whose significant individual acconplishnments during the
precedi ng fiscal year nost exenplified outstanding ability,
aptitude, and notivation for flight testing and | eadership/
managenent as a pro-fessional test aviator.

b. Test Naval Flight Oficer. That naval flight officer, in
a flight test capacity, whose significant individual
acconpl i shnents during the preceding fiscal year nost exenplified
outstanding ability, aptitude, and notivation for flight testing
and | eader -shi p/ managenent as a professional test naval flight
of ficer.

c. Test Engineer. That engineer, in a flight test related
endeavor or project, whose significant individual contributions
during the preceding fiscal year npost exenplified outstanding
ability, aptitude, and notivation for advancing flight testing in
scientific or technical achievenment and whose | eadershi p/ manage-

1-4-3-1 Encl (1)
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ment conpetence has nost advanced the devel opnent and progress of
his or her project(s).

Encl (1) 1-4-3-2
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4. Procedure. Submt nomnations by 1 June of each year per
pro-cedure 4, enclosure (3). The Awards Board, with the mlitary
conpetency | eaders, will evaluate nom nations and provi de recom
mended sel ections to the Conmander. Nomi nations wll consist of
letters of comendation describing the nom nee's acconplishments,
along with their nane, job series, grade, title, and organiza-
tional code. Final selection is made by the Commander, NAWCWPNS
The award is presented by the Conmander or Vice Comrander, NAWC-
WPNS, in a suitable setting in keeping with this prestigi ous

awar d.
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TI ME OFF AWARD

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. Background. Tinme off fromduty is granted, w thout |oss of
pay or charge to |leave, in recognition of superior acconplishnent
or other personal effort that contributes to the quality,
efficiency, or econony of governnent operations.

2. Descri pti on

a. Level 1 Conpetency Directors may approve tinme off not
to exceed 2 workdays without further review and approval. Level
2 Conpet ency Managers nay approve tinme off not to exceed 1
wor kday wi t hout further review and approval .

b. The Commander or Vice Commander, NAWCWPNS or Commandi ng
O ficers, NAWS, nust review and approve decisions to grant tine
off in excess of 2 workdays.

3. Li m tations

a. The total amount of tinme off that can be granted to an
enpl oyee during 1 | eave year is 80 hours. For part-tine
enpl oyees or those with an unconmmon tour of duty, the total tinme
that can be granted during any cal endar year is the average
nunber of hours of work in the enployee's biweekly schedul ed tour
of duty.

b. The maxi mum anmount of tinme off that can be granted for
any single contribution is 40 hours. For part-tinme enpl oyees or
those with an uncommon tour of duty, the maxi mum award for any
single contribution is one-half the maxi nrum anount of tinme that
could be granted during the year.

c. Time off granted as an award nust be schedul ed and used
within 1 year after the award i s nade.

- d. Atinme off award does not convert to cash under any
ci rcumst ances.

e. The tinme off award can be transferred within DON.
However, if the enployee is transferring to another DOD activity
or outside DOD, the tine off cannot be transferred.

1-4-4-1 Encl (1)
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4. Criteria. Atine off award is granted to an enpl oyee in
recognition of superior acconplishnent or other personal effort
that has contributed to the quality, efficiency, or econony of
government operations. Exanples of achievenents that could be
considered for a tine off award:

a. Making a high quality contribution involving a difficult
or inportant project or assignnent.

b. D splaying special initiative and skill in conpleting an
assi gnnent or project before the deadline.

c. Using initiative and creativity in nmaking inprovenents in
a product, activity, program or service.

d. Ensuring the mssion of the unit is acconplished during a
difficult period by successfully conpleting additional work or a
proj ect assignnent while maintaining the enpl oyee's own workl oad.

e. Acconplishing a specific, one-tine, or special assignnent
that required extra effort or resulted in the organi zation
recei v-ing recognition for responsiveness to unprogramred
requi renents

f. Successfully participating in a quality circle or process
i nprovenent team

g. Submtting a suggestion that was adopted, but because the
suggestion is considered to be within the enpl oyee's normal job
responsibilities, the enployee is not eligible for a cash award.

5. Docunent ati on

a. The following information and justification is required:

NAVE OF AWARDEE

EMPLOYEE SSN: DATE:
CEOCGRAPHI CAL LOCATI ON: NUMBER OF HOURS:
AWARDED BY: (Nanme and Title) DATE:
APPROVED BY: DATE:

(Commander or Vice Commander, NAWCWPNS or Conmandi ng
Oficers,
NAWS. )

TIME OFF AWARD MUST BE USED BY:
(Not later than 1 year after the date of approval)

Encl (1) 1-4-4-2
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REASON FOR AVWARD:

(Summary st atenment expl ai ni ng how t he enpl oyee net one or
nor e
of the criteria for a Time Of Award)

b. The anmpbunt of tine off is docunented on an SF-50 (Rev. (R
7-91), Notification of Personnel Action, that is retained in the
enpl oyee's O ficial Personnel Folder. A copy of the approved
justification is forwarded to the payroll office.

6. Procedure. Nom nations are submtted to the Conmander or (R
Vi ce Commander, NAWCWPNS, or Commandi ng O ficers, NAWS5, per pro-

cedure 2, enclosure (3). Approved docunentation is submtted to

t he cogni zant Human Resources Departnment for processing the SF-50

and payroll notification.

1-4-4-3 Encl (1)
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NAVAL AVI ATI ON SYSTEM5S TEAM HOCKEY PUCK PROGRAM

Navy I:Il\lon-l\lavy I:ILocaI Mlitary Civilian

1. Background. This award was established to recogni ze NAWCWPNS
i ndividuals or teans who have exenplified team performance and
process i nprovenents.

2. Description

a. The award is presented by the Commander or Vice Command-
er, NAWCWPNS, Commanding O ficers, NAWS or Level 1 Conpetency
Directors.

b. The award consists of a Hockey Puck Medalli on.

3. Criteria. Selection is based on one or nore of the follow ng
criteria to individuals or teans who nade a significant contribu-
tion:

a. They played an instrunmental role in the consolidation
pro-cess and positively advanced a NAVAIR corporate cul ture.

b. They made significant technical contributions to a NAVAIR
program

c. They were instrunental in inplenmenting process inprove-
ment s.

d. They pronoted inter-NAVAIR team ng achi evenents.

4. Procedure. Submt nomnations to the Commander or Vice Com
mander, NAWCWPNS; Commandi ng O ficers, NAW5, or Level 1
Conpetency Directors, as appropriate, per procedure 2, enclosure
(3). Pre-senters provide the Awards Adm nistrator with the
recipient's (or team nenbers) nane, title, date, and a brief
description of the contribution resulting in the recognition.
This information is forwarded via the Awards Admi nistrator to
NAVAI RHQ

1-4-5 Encl (1)
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SELF- HELP AWARD

Navy I:Il\lon-l\lavy I:ILocaI Mlitary Civilian

1. Background. This award was established to recognize
out standing contributions to self-help inprovenent projects of
significant inpact that are acconplished by voluntary | abor.

2. Description

a. The award is presented by the Commander or Vice Command-
er, NAWCWPNS.

b. The award consists of a plaque for the organization |ist-
ing the names of the individuals participating in the self-help
project and letters of comendation signed by the Commander,
NAWCWPNS.

3. Criteria

a. The award is given to groups of enployees for conpletion
of projects that incorporate high quality inprovenents of a per-
manent nat ure.

b. Considerations for this award i ncl ude:
(1) Significance of the project.

(2) Ampunt of effort required on enployee's own tine to
acconplish the project.

(3) Quality of the conpleted project.

(4) Ingenuity and innovation exercised in execution of
t he program

4. Procedure. On conpletion, submt a description of the
project (wth sketches or photos as appropriate) for
consideration to the Awards Board via the appropriate chain of
command.

5. Special Note. Submt all proposed self-help projects to the
Publ ic Wrks Departnment for approval and conpliance. You nust
submt all projects to the Public Wrks Departnent for approval
bef ore acconpli shnent.

1-4-6 Encl (1)
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SECTION 5

LEVEL 1 COVMPETENCY DI RECTOR AWARDS

PROGRAM MANAGEMENT AWARD

CONTRACTS PROFESSI ONAL EXCELLENCE AWARD

LOGE STI CS EXCELLENCE AWARD

RESEARCH AND ENG NEERI NG EXCELLENCE AWARD

TEST AND EVALUATI ON DI RECTOR S AWARD

CORPCRATE OPERATI ONS AWARD FOR SUPERI OR ACHI EVEMENT
SHORE STATI ON MANAGEMENT TECHNI CAL AWARD

SHORE STATI ON MANAGEMENT QUALI TY OF LI FE AWARD
ROOKI E OF THE YEAR AWARD
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PROGRAM MANAGEMENT AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recognizes civilian and mlitary
enpl oyees for specific outstandi ng achievenents in program nman-
agenent that contribute to the m ssion of the Navy and NAWCWPNS.

2. Description

a. The award is presented by the Director for Program Man-
agenent .

b. The award consists of a plaque, letter of appreciation
signed by the Director for Program Managenent, and $500.
Mlitary nenbers receive a cash award only if the
achi evenent/contribution neets the criteria of reference (c).

3. Criteria

a. Substantial achievenment or contribution that is clearly
out standi ng and supports Navy and NAWCWPNS initiatives, goals,
and objectives. This achievenent can be in any area of program
man- agenent .

b. Evidence of contribution through docunentation prepared
and/ or custoner/sponsor acknow edgnent toward neeting program
goal s and m | est ones.

c. Expectancy of a continued high I evel of contribution to
t he Program Managenent ni ssion

4. Procedure. Submt nomnations to the Director for Program
Managenment per procedure 2, enclosure (3).

1-5-1 Encl (1)
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CONTRACTS PROFESSI ONAL EXCELLENCE AWARD (A

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recogni zes nmenbers of the NAWCWNS
Contracts Conpetency for specific outstanding achievenents in al
aspects of contracting or in contracting support that contributes
to the m ssion of NAWCWPNS.

2. Description

a. The award is presented by the Director for Contracts.

b. The award consists of a plaque, letter of appreciation
signed by the Director for Contracts, and $500. Mlitary nenbers
receive a cash award only if the contribution nmeets the criteria
of reference (c).

3. Criteria

a. Substantial achievenment or contribution that is clearly
out standi ng i n support of NAWWPNS contracting initiatives,
goal s, and objectives, or is in support of such initiatives,
goal s and objectives in a manner that can be denonstrated to have
contribu-ted to the Contracts Conpetency during the eval uation
period for the award.

b. Evidence of contribution(s) can be in the form of
tangi bl e or intangi ble benefits.

c. Contribution(s) that are recognized by affiliated conpe-
tency directors and forwarded to the Contracts Conpetency for
award consi deration

4. Procedure. Subnmt nomnations to the Director for Contracts
per procedure 2, enclosure (3).

1-5-2 Encl (1)
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LOGE STI CS EXCELLENCE AWARD (A

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recognizes civilian and mlitary
enpl oyees for specific outstandi ng achievenment in |ogistics that
contributes to the m ssion of the NAWOWPNS Logi stics Conpet ency
in support of the Arned Forces.

2. Description

a. The award is presented by the Director for Logistics.

b. The award consists of a plaque, letter of appreciation
signed by the Director for Logistics, and $500. Mlitary nenbers
receive a cash award only if the contribution neets the criteria
of reference (c).

3. Citeria. Base the award nom nation on the nom nee's ability
to excel in one or nore of the ten elenents of integrated

| ogi stics support, as defined in DODI 5000.2, part 7, section A,
attachnment 1. The award recipient(s) selection is nade based on
the nom nee's overall contribution to peacetinme and warti ne

readi ness objectives. The individual nust denonstrate the
following attributes and char-acteristics in his or her approach
to performng the job to be considered for the Logistics
Excel | ence Awar d:

a. Substantial individual achievenent in providing clearly
out standi ng | ogi stics products/services that exceed custoner or
conpet ency expectations for performance, cost, and schedul e
requi renents.

b. Evidence of personal contribution in applying the
el enents of integrated |ogistics support to achieve identifiable
i nprove-nents in systens readi ness or |ogistic support.

c. Expectancy of a continued high | evel of performance in
t he execution of the Logistics Conpetency mssion in support of
t he Arned Forces.

4. Procedure. Submt nomnations to the Director for Logistics
per procedure 2, enclosure (3).

1-5-3 Encl (1)
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RESEARCH AND ENG NEERI NG EXCELLENCE AWARD (A

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recogni zes Research and Engi neering
Conpet ency enpl oyees (civilian and mlitary) for specific out-
standi ng achi evenent in the various group disciplines that
contri-butes to the m ssion of NAWCWPNS.

2. Description

a. The award is presented by the Director for Research and
Engi neeri ng.

b. The award consists of a plaque, letter of appreciation
signed by the Director for Research and Engi neering, and $500.
Mlitary nenbers receive a cash award only if the contribution
neets the criteria of reference (c).

3. Criteria

a. Substantial achievenment or contribution that is clearly
out standi ng and supports the Research and Engi neeri ng Conpet ency
and NAWCWPNS initiatives, goals, and objectives. This
achi evenent can be in any of the conpetency's disciplines.

b. Evidence of contribution through custoner satisfaction,
reports, papers presented, publications, or local, national or
i nternational recognition, significant ideas for inproving pro-
ducts, services, or processes.

c. Expectancy of a continued high Ievel of contribution to
the performance of the Research and Engi neering Conpetency
m ssi on.

4. Procedure. Submt nomnations to the Director for Research
and Engi neering per procedure 2, enclosure (3).

1-5-4 Encl (1)
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TEST AND EVALUATI ON DI RECTOR S AWARD (A

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recognizes civilian and mlitary
enpl oyees for specific outstandi ng achievenents and contri butions
to the test and eval uati on m ssion of NAWCWPNS.

2. Description

a. The award is presented by the Director for Test and Eval -
uat i on.

b. The award consists of a plaque, letter of appreciation
signed by the Director for Test and Eval uation, and $500.
Mlitary nenbers receive a cash award only if the contribution
neets the criteria of reference (c).

3. Criteria

a. Substantial achievenment or contribution that is clearly
out standi ng and supports NAWCWNS test and eval uation
initiatives, goals, and objectives.

b. Evidence of contribution through reports, papers
present ed, publications, and perfornmance observed.

c. Expectancy of a continued high I evel of contribution to
the test and eval uati on m ssion.

4. Procedure. Submt nomnations to the Director for Test and
Eval uati on per procedure 2, enclosure (3).

1-5-5 Encl (1)
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CORPORATE OPERATI ONS AWARD (A
FOR SUPERI OR ACHI EVEMENT

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award recognizes civilian and mlitary

enpl oyees for outstandi ng achievenents in areas that contribute
to the m ssion of NAWCWPNS t hrough devel opnent, i nprovenent, or
oper-ation of systens directed at facilitating the m ssion of the
Di vi - si on.

2. Description

a. The award is sponsored and presented by the Director for
Cor por at e Operati ons.

b. The award consists of a plaque, letter of appreciation
signed by the Director for Corporate Qperations, and $500. Ml -
tary enpl oyees may receive a cash award only if the contribution
neets the criteria of reference (c).

3. Criteria

a. Substantial achievenent or contribution that is clearly
out standi ng and supports NAWCWPNS, its initiatives, goals, and
obj ectives. This achievenent can be in any of the ngjor
conpet ency areas of Corporate Operations; i.e., Strategic
Managenment Support, Information Managenent, Human Resources,
Personnel Security, Public Affairs, Conptroller/Financia
Managenent, and Ceneral Counsel.

b. Expectancy of a continued high | evel of contribution to
t he performance of the Corporate Operations Team m ssion of
facili-tating the Corporation's m ssion of providing armanment
systens, conmponents, and services to the fleet and ot her DOD
servi ces and agenci es.

4. Procedure. Submt nomnations to the Director for Corporate
Operations per procedure 2, enclosure (3).

1-5-6 Encl (1)
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SHORE STATI ON MANAGEMENT TECHNI CAL AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award is designed to recognize and honor a
civilian or mlitary enpl oyee who has denonstrated technical
excel l ence in Shore Station Managenent. \Wile not excl uding
engi neers and ot her professional personnel, this award focuses
nore on the technician, operation specialist, or wage grade

enpl oyees by providing singular recognition to an individual or
group effort.

2. Description

a. The award is presented by the Director for Shore Station
Managenent .

b. The award consists of a plaque, letter of appreciation
signed by the Director for Shore Station Managenent, and $500.
Mlitary nenbers receive a cash award only if the contribution
neets the criteria of reference (c).

3. Citeria. Excellence in the technical aspects of the work of
Shore Station Managenment that represents outstanding effort in
overcom ng a specific technical requirenment or providing superior
t echni cal servi ce.

4. Procedure. Submt nomnations to the Director for Shore Sta-
ti on Managenent per procedure 2, enclosure (3).

1-5-7 Encl (1)
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SHORE STATI ON MANAGEMENT (A
QUALI TY OF LI FE AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. This award is designed to recognize and honor a
civilian or mlitary enpl oyee who has denonstrated exceptional
devotion to inproving the quality of life in the comunity.

2. Description

a. The award is presented by the Director for Shore Station
Managenent .

b. The award consists of a plaque, letter of appreciation
signed by the Director for Shore Station Managenent, and $500.
Mlitary nenbers receive a cash award only if the contribution
neets the criteria of reference (c).

3. Criteria. Selection is based on one or nore of the
fol | ow ng:

a. Devel opnent or encouragenent of pride and professionalism
inaquality of life project or program Quality of Life
prograns include, but are not limted to, Fam |y Housing; Morale,
Wel fare and Recreation; Fam |y Services; Medical Care; Pay and
Al'l onwances; and all other factors that are essential to maintain
an acceptable quality of |ife standard.

b. Provide opportunity for and encouragenent of professional
growt h of other personnel or nmenbers of the community. Exanples
i ncl ude:

(1) Tutoring students

(2) Wrking with physically or nentally chall enged
i ndivi -dual s

(3) Scouting |eadership
(4) Gt her significant acconplishnents

4. Procedure. Submt nomnations to the Director for Shore Sta-
ti on Managenent per procedure 2, enclosure (3).

1-5-8 Encl (1)
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ROOKI E OF THE YEAR AWARD (A

I:INavy I:INon-Navy Local I:IMIitary Civilian

1. Background. This award is designed to recognize and further
devel op the abilities of technical, professional, clerical,

adm n-istrative, and wage grade enpl oyees who have shown
significant contributions and rapid progress in their field, and
who have been at NAWCWPNS | ess than 5 years.

2. Description

a. The award is presented by the enpl oyee's Level 1
Conmpet ency Director

b. The award consists of a certificate signed by the Conpe-
tency Director, and $500.

3. Criteria. This award recogni zes enpl oyees for denonstrating
out standi ng capability on the job or by significant contribution
to the organi zation. Selection is based on one or nore of the
following criteri a:
a. ostacles overcone in establishing or inproving prograns.
b. Nature and degree of enployee participation.

c. Effectiveness of program adm nistration (staff nmanagenent
support, creative use of resources).

d. Imagination in devel oping creative solutions to problens.

e. Exceptional ability in acconplishing scientific or
t echno-1 ogi cal advancenent.

f. Highly effective personal career devel opnent, executive
or technical ability, and exenplary performance not based solely
on any specific contribution.

g. Significant acconplishments in support of projects or
activities.

h. Qutstanding capability and exceptional prom se for
signifi-cant future achi evenents.

1-5-9-1 Encl (1)
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i. Individual initiative that is over and above the indivi-
dual's job responsibility and expectati on.

j. Contribution to inprovenent of operational productivity
or quality that has resulted in reduced operational costs.

k. Establishnment of innovative procedures that are nore
effi-cient, econom cal, and effective.

4. Procedure. Submt nomnations to the Level 1 Conpetency
Director per procedure 2, enclosure (3).

Encl (1) 1-5-9-2
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AVWARD FOR SUSTAI NED PROFESSI ONAL SERVI CE
SPECI AL ACT AVWARD

ON THE SPOT AVWARD

RETI REMENT AWARDS

LENGTH OF SERVI CE AWARDS
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AVWARD FOR SUSTAI NED PROFESSI ONAL SERVI CE

I:INavy I:INon-Navy Local I:IMIitary Civilian

1. Background. This award recogni zes sustai ned professional
ser-vice to the m ssion of NAWCWNS.

2. Description

a. The award is presented by the Level 2 Conpetency Manager
or equival ent.

b. The award consists of a certificate signed by the
Conmmand-er or Vice Conmander, NAWCWPNS.

3. Criteria. Criteria for award consideration is based on the

nom nee's | ong-standi ng service professionalismdenonstrated in

directly supporting either or both the organizational work force
and the m ssion of NAWCWPNS.

4. Procedure. Submt nomnations to the Level 2 Conpetency Mn-
ager per procedure 3, enclosure (3).

1-6-1 Encl (1)
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SPECI AL ACT AVWARD

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. Background. This award is used to recognize a contribution
by an individual or a group of enployees for an effort that goes
sig-nificantly beyond expected job performance. It is a one-tine
achi evenent of a nonrecurring nature. This award is separate
from Perfornmance Awards that recogni ze enpl oyee performnce
during the entire performance apprai sal year and are based on the
annual rating of record.

2. Description. This is a nonetary award presented at anytine
by the departnent head or equival ent.

3. Criteria. Use the following criteria as exanples in
determ n-ing qualifications for a special act award:

~a. Performance that involved overcom ng unusual
difficulties.

b. Creative efforts that nake inportant contributions to
science or research

c. Performance of assigned duties with special effort or
spe-cial innovation that results in significant increases in
produc-tivity, econony, or other highly desirable benefits.

d. Exenplary or courageous handling of an energency
situation related to official enploynent.

e. An act of heroism
f. The elimnation of fraud, waste, and abuse.

4. Procedure. A recommendation is initiated by the enpl oyee's

i mredi at e supervisor. Use enclosure (4) for conputing awards

based on tangi ble and intangi ble benefits. The CAOline officia
(R

with authority to expend funds approves/di sapproves the recomen-

dation and forwards it to the Awards Adm nistrator for

processing. This award is presented by the enpl oyee's Level 3

Conpet ency Man-ager, or equivalent, in an appropriate setting.

1-6-2 Encl (1)
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ON THE SPOT AWARD

I:INavy I:INon-Navy Local I:IMIitary Civilian

1. Background. This award is a Special Act Award for a one-tine
achi evenent that provides an i mredi ate reinforcenent for excep-

ti onal performance beyond the normal bounds of an enpl oyee's job
and that benefits the | ocal work place.

2. Description. The award can be granted at any tine to
civilian enpl oyees by the enpl oyee's Level 2 Conpetency Manager.
The award consists of a nonetary award of $100 and a certificate.

3. Citeria. This award is intended to enhance noral e by recog-
ni zing enpl oyee contributions that, while imted in inpact and
val ue, are of inmedi ate benefit, noteworthy, and deserving of
recognition. Such contributions are of a one-time, nonrecurring
nat ure.

a. Exanpl es of contributions for which enpl oyees can receive
this award are:

(1) Perfornmance that involved overconi ng unusual
difficul-ties.

(2) Extra projects or new i deas that have an i medi ate
benefit to a worksite.

(3) Performance of assigned duties with special effort or
i nnovation that results in increased productivity, econony, or
ot her desirable benefits.

b. Due to the limted anount of the award, eligibility is
restricted to individual enployees.

4. Procedure. Recomendations are initiated by the enployee's

i mredi at e supervisor and will contain a brief description of the
achi evenent to be recognized. The CAO line official wth author-
ity to expend funds approves/di sapproves the recomendati on and
forwards it to the Anmards Adm nistrator within five workdays of

t he achi evenent to be recogni zed. The Human Resources Depart nment
will process the award recommendati on within three workdays of
recei pt fromthe respective Adm nistrative Ofice. This award is
presented by the enpl oyee's supervisor, originator, or equi-

val ent, in an appropriate setting.

1-6-3 Encl (1)
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RETI REMENT AWARDS

Navy I:Il\lon-l\lavy I:ILocaI I:IMIitary Civilian

1. NAWCWPNS Retirenent Certificate

a. Description of Award and Intent. The NAWCWNS Reti rement
Certificate is presented to Federal civil service enployees at
the tinme of their retirenent from NAWCWPNS. The intent of the
presen-tation is to express appreciation for faithful service.

b. Qualifications. A civilian enployee who has a m ni num of
20 years service (including both civilian and mlitary service)
is eligible to receive the certificate at an appropriate
cer enony.

c. Procedure and Presentation. |If desired by the retiring
enpl oyee, the enployee will be honored at a brief cerenobny in the
presence of co-workers and friends. At that tine, the indivi-
dual's Level 2 Conpetency Manager will present the certificate of
retirement and will express appreciation for service to country
and to the Departnment of the Navy.

2. Secretary of the Navy Retirenent Certificate

a. Description of Award and Intent. The award consists of a
certificate signed by the Secretary of the Navy. The intent of
the presentation is to express appreciation for faithful service.

b. Qualifications. Retirees who neet the criteria for the
40-year Length of Service Award are eligible to receive a Secre-
tary of the Navy Certificate of Retirenent.

c. Procedure. Wien an eligible enployee nakes known their
intention to retire, the Awards Administrator will forward a
request to the Secretary of the Navy for a signed certificate.
This award is presented by the Commander or Vice Commander,
NAWCWPNS i n an appropriate setting.

3. Retirenent Plaque. At the option of the retiree's
departnment, a retirenment plaque can be presented at the
retirenent cerenony.

4. Anerican Flag. At the option of the retiree's departnent, an
Anerican flag can be presented at the retirenent cerenony.

1-6-4 Encl (1)
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LENGTH OF SERVI CE AWARDS

Navy I:Il\lon-l\lavy I:ILocaI Mlitary Civilian

1. Description. Length of service awards are granted in recog-
nition of Federal service and NAWCWPNS servi ce.

2. Descri pti on

a. Each department will establish its own procedures for
presentation. The 40, 45 and 50 year awards are presented by the
(R
Commander or Vice Conmander, NAWCWPNS.

b. Length of Service Awards consist of enblens and certifi-
cat es.

3. Criteria

a. Federal Length of Service Awards

(1) Federal Length of Service Awards are granted to
civil-ian enpl oyees for 10, 15, 20, 25, 30, 35, 40, 45, and 50
years of (R
Federal service. The 10-, 15-, 20-, 25-, 30-, and 35-year awards
consist of a certificate and an enblem The 40-, 45-, and 50-
year awards consist of a certificate signed by the Secretary of
t he Navy and an enbl em

(2) Federal service includes creditable mlitary and
civil-ian service in departnments and agenci es of the Federal
Government and the nuni ci pal Governnent of the District of
Columbia. O this, the nost recent year nust have been as a
civilian enpl oyee of the Departnent of the Navy. Federal service
including credit-able mlitary service is determ ned by using the
enpl oyee' s ser-vice conputation date.

b. NAWCWNS Length of Service Awards are granted to civilian
and mlitary enployees for 5, 10, 20, 30, or 40 years of service.
Qual i fying service is counted as foll ows:

(1) All civilian service wthin NAWWNS, which need not
be conti nuous.

(2) Honorable mlitary service wthin NAWCWPNS.

1-6-5-1 Encl (1)
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(3) Honorable mlitary service away from NAWCWPNS when
pre-ceded by NAWCWPNS civilian service and foll owed by the
enpl oyee's return to civilian service wthin NAWWNS

4. Procedure. Annually, the Human Resources Departnent wll
pre-sent departnment admnistrative offices with a |ist of
eligible enployees. Departnent adm nistrative offices are
responsi ble for verifying length of civilian and mlitary
service, acquiring enblens and certificates, and ensuring
presentation of awards. Certificates requiring signature by the
Secretary of Navy are processed through the chain of command.

Encl (1) 1-6-5-2
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SECTION 7

| NVENTI ON AWARDS

I NVENTI ON AWARD
HASKEL G- W LSON | NVENTI ON AWARD
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| NVENTI ON AWARD (A

Navy I:Il\lon-l\lavy I:ILocaI Mlitary Civilian

1. Descri pti on

a. Invention Awards are designed to encourage creative and
i nventive thinking anong enpl oyees and to pronote the pronpt dis-
cl osure of inventions by recogni zing and rewardi ng such enpl oyees
for their inventive contributions.

b. An invention is defined as conceiving, devising, or orig-
inating a new and useful process, nmachi ne, manufacture, conposi -
tion of matter, or its inprovenent.

2. Qualifications. Inventions of value to the Governnent
qualify for award consideration as enpl oyee contributions. The
patent application nust be filed within 1 year after public

di scl osure of the invention. Failure to file the application
within the 1-year period wll destroy the patentability of the
invention. To ensure eligibility for an award, submt the

i nvention disclosure to Pat-ent Counsel to allow anple tinme for
pat ent processing.

3. Pr ocedur e

a. Wien further patent processing of an invention disclosure
results in the filing of a patent application in the U S. Patent
and Trademark O fice, the Patent Counsel will notify the
appropri-ate departnent of such filing. On notification, the
departnment wll ensure action is taken to grant an initial award
of $200 to the inventor. Were two or nore enployees or mlitary
nmenbers are coi nventors, each is granted an award of $200.

b. On notification fromthe Patent Counsel that the U S
Pat -ent and Trademark O fice has issued a patent (or a notice of
allowability in those instances where issuance of a patent is
deferred because of security restrictions), the departnent wll
initiate action to grant an additional award of $500 to the
inventor. Were two or nore enployees or mlitary nenbers are
coi nventors, the award to each eligible coinventor is $250.

c. As to any invention disclosure selected for publication,
at the tinme the publication draft is forwarded for publication
pro-cessing, the Patent Counsel will send a copy to the
departnent along with a notification of its selection for

1-7-1-1 Encl (1)
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publication. On receipt of this notification and a copy of the
publication draft, the departnent will ensure action to grant an
award of $100 to the inventor. \Were two or nore enpl oyees or
mlitary nenbers are coinventors, an award of $200 is to be

di vided equal Iy anong the eligible coinventors.

d. In addition to the above patent and publication awards,
all inventions filed in the U S. Patent and Tradenark O fice or
sel -ected for publication are given additional award
consi deration based on their use and val ue, actual or
anti ci pat ed.

e. Award consideration based on use and value also is given
to those invention disclosures on which no patent or publication
action is taken. This is done because an invention that does not
meet the standards for patent or publication action mght, never-
t hel ess, provide a contribution to the Departnent of the Navy.
| nvention disclosures that are not selected for either patent or
publication are forwarded by the Patent Counsel to the
TQ./ Organi - zati on Change Division for review to determ ne whet her
any use, either actual or contenplated, of the idea warrants
award consi d-erati on.

f. Awards under this section are not authorized in those
cases where a cash award already was granted for the invention as
a sug-gestion. However, in cases where prior awards have total ed
| ess than the amobunts provided under this section, the difference
may be awarded. The anount previously paid is deducted fromthe
total award.

Encl (1) 1-7-1-2
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HASKEL G W LSON | NVENTI ON AWARD

I:INavy I:INon-Navy Local Mlitary Civilian

1. Background. The Haskel G WIson Award was nanmed after

M. WIson because of the support and recognition he gave to
crea-tive enployees. During his 18 years as Deputy Techni cal
Director at China Lake, M. WIson established and nurtured a
climate of innovative creativity. Due to his insistence, it
becanme China Lake's position that Navy | aboratories should do the
high risk, critical, technical explorations of a weapons

devel opnent program He pushed to keep China Lake as a whol e on
the forefront of tech-nology and to recogni ze individuals for
their part in this pro-cess.

2. Description

a. The award is presented by the Comrander or Vice
Commander, NAWCWPNS, at an annual awards cerenony recogni zi ng
out standi ng patent hol ders during Inventor's Mnth (February).

b. The award consists of a plaque and a nonetary award as
determ ned by the award scal es, enclosure (3), to the dollar
bene-fits that accrue, or are expected to accrue, during the
first full year the invention is in operation.

3. Criteria

a. Must have received an initial Invention Award and a
Pat ent .

b. Consideration is given to inventions based on their use
and val ue, actual or antici pat ed.

4. Procedures. Level 2 Conpetency Managers will review all pat-
ents issued within their departnments and forward t he names of

pat ent hol ders they feel deserve further award consi deration
based on the use and value of the invention, whether actual or
antici-pated, to the Patent Counsel O fice. A conmttee conposed
of three technical Level 2 Conpetency Managers and a
representative fromthe Patent Counsel Ofice will review

nom nations received fromthe departnents and nmake the final
recommendations to the Awards Board per procedure 4, enclosure

(3).
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AWARD NOMINATION FORMAT

TITLE OF AWARD

NOMINEE(S) CODE TITLE SERIES GRADE

BRIEF DESCRIPTION OF CONTRIBUTION BEING RECOGNIZED, INCLUDING DATES OF ACCOMPLISHMENT

APPROXIMATE YEARS OF SERVICE AT ACTIVITY APPROXIMATE YEARS OF FEDERAL SERVICE | CODE(S) JP

OTHER AGENCIES (IF KNOWN)

OTHER AWARDS

LAST PERFORMANCE APPRAISAL RATING

REQUIRED SIGNATURES

LEVEL 1 DIRECTOR OR COMMANDING OFFICER, NAWS
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PROCEDURES FOR SUBM TTI NG AWARDS
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PROCEDURES FOR SUBM TTI NG AWARDS
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Tabl e 1b. Quick Guide for Calculating Awards Based on Tangi bl e
Benefits (page 4-1).

Table 2. Scale of Awards Based on |Intangi ble Benefits (page 4-

2)

NOT AVAI LABLE ON SERVER. FOR A HARD COPY CALL LIZ CULVER AT
989- 3224/ DSN 351- 3224, CODE 731000E.
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